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Job Description




	Location: Magdalen House 

Division:  Educational Excellence	Post No:  

Section:  Early Years Service	Job Evaluation Number:  TBC

Post:   Early Years SEN & Inclusion Officer 

Grade:  H 

Hours: 21.6 hours Per week (Term-time) 


Responsible To:	Early Years SEND Team Leader 

Responsible For:	N/A                              
	
JOB PURPOSE

· Ensure that practitioners in Early Years settings understand their roles and responsibilities in relation to children with SEND and that the principles of inclusion are embedded in working practice.

· Ensure that settings follow a graduated approach in the assessment, identification and intervention of young children’s needs.

· Ensure that young children’s needs are accurately identified in a timely manner and that evidenced-based interventions are put in place so that young children with SEND achieve positive outcomes.

· Ensure that resources to support young children with SEND are used efficiently and effectively.

· To work in partnership with parents and carers to empower and enable them to support their child’s development.

· Secure continuous improvement in service delivery through monitoring and evaluation.

MAIN DUTIES
1. Report to the Early Years SEND Team Leader in order to support with identification and planning with regards young children with SEND.

2. Directly advise and provide specialist support to Early Years settings, families and professionals in the assessment, identification and intervention of the needs of children with SEND across a range of settings within the local authority.

3. [bookmark: _Hlk110521936]Carry and maintain a caseload of individual children with SEND providing assessment and advice around evidenced-based interventions through a cycle of Assess- Plan-Do-Review and producing written records of involvement

4. Advise on appropriate activities and techniques, providing example resources where appropriate, and modelling and evaluating their use. 

5. Work directly with a range of settings to build the capacity of staff through the sharing and dissemination of specialist knowledge on SEND.

6. Plan and help coordinate the transition into nursery/school of young children with SEND.

7. Contribute to the multi-professional assessment of children’s needs, including children with complex learning difficulties and neurodevelopmental needs.

8. Work directly with the families of young children with SEND, co-ordinating a support pathway in order that a personalised package of support can be identified and put in place.

9. Attend and contribute to Early Years Panels providing knowledge of individual children as part of the assessment and planning process, including those children on the neurodevelopmental pathway, and offering feedback and support to families and settings where appropriate.

10. Help monitor SEN policy and practice within Early Years settings and support settings in implementing the statutory requirements as set out in the SEN Code of Practice.

11. Advise settings on the efficient and effective use of resources for young children with SEND, including ‘top up’ funding.

12. Use the information gathered to target resources efficiently in line with strategic priorities identified by the service and Local Authority.

13. Demonstrate and promote commitment to equal opportunities and to the elimination of behaviour and practices that could be discriminatory.  Challenge settings with regards to their responsibilities in line with the Equality Act (2010). 

14. Develop and deliver a range of SEND specific training packages.

15. Contribute to the overall ethos, work and aims of the Service.

16. Maintain good relationships with colleagues and work together as a team. 

17. Appreciate and support the role of other professionals.

18. Attend relevant meetings as required.

19. Be aware of and comply with policies and procedures relating to child protection, confidentiality and data protection, reporting all concerns to an appropriate person.

20. Keep an up to date knowledge of local and national initiatives and receive continuing professional development as identified through professional supervision.

21. Any other duties as commensurate with the grading of the post as may be required.






ORGANISATION CHART

SPECIAL CONDITIONS (if applicable)

The post is customer facing therefore you must have the ability to fulfil all spoken aspects of the role with confidence through the medium of the English language.

The post you are applying for is exempt from the Rehabilitation of Offenders Act 1974 and therefore you are required to declare any convictions, cautions, reprimands and final warnings that are not ‘protected’ (i.e. filtered out) as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2013.

For further information, please refer to DBS filtering guidance at www.gov.uk/dbs.

The post you are applying for requires access to the Public Service Network (PSN) and requires compliance with the HMG Baseline Personnel Security Standard.


GENERAL:
	
	This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.

	All staff have a duty to take care of their own health & safety and that of others who may be affected by your actions at work. Staff must co-operate with employers and co-workers to help everyone meet their legal requirements.

	The Authority has an approved equality policy in employment and copies are freely available to all employees.  The post holder will be expected to comply, observe and promote the equality policies of the Council.

	Note: 	Where the postholder is disabled, every reasonable effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  



Since confidential information is involved with the duties of this post, the postholder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.

Undertake, and participate in training, coaching and development activities, as appropriate.

The person appointed will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.

Prepared by:	Jennifer Staunton  

Designation:  Early Years SEND Team Leader 
Date:  11/04/24




PERSON SPECIFICATION

[bookmark: _Hlk163736117]Post:	SEN & Inclusion Officer                	Post No.  84162	

Department: SEN & Inclusion Service	Division:  Early Years Team

	Personal Attributes Required
(considerations)
	Essential (E)
Or
Desirable (D)
	Method of Assessment
(suggested)

	QUALIFICATIONS/TRAINING

NVQ level 4 or above in Early Years Education or children’s care, learning and development or an equivalent qualification in a related area.


Qualifications to be able to deliver evidence-based interventions for supporting children with SEND and their families e.g. Early Bird, TEAACH.


	

         E
      


         D

	
AF/Certificate of
Attainment


AF/Certificate of
Attainment

	EXPERIENCE

Experience working in an Early Years setting with young children with a range of SEND including learning difficulties, autism and social, emotional and mental health needs.

Experience working as part of a team.

Experience of being able to prioritise and manage a workload with a high degree of autonomy.


	
           
           E



           
           E
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AF/I




                   AF/I

AF/I

                   

	KNOWLEDGE/SKILLS/ABILITIES

A broad knowledge of SEND including learning disabilities, autism and social, emotional and mental health needs.

A knowledge of the key approaches and tools used to support young children with SEND in an educational setting.

Good verbal and written skills and the ability to communicate clearly and sensitively with young children/parents/professionals.

Skills in building, maintaining and developing appropriate relationships with service users, colleagues and external agencies.

Good IT skills.

Knowledge of SEN legislation.

Knowledge of the Early Years Foundation Stage and systems for tracking and monitoring young children’s progress.

Knowledge of own personal development needs.

Ability to demonstrate initiative in independent working.

Ability to adapt skills to a variety of settings and situations.

Ability to work in an organised and efficient manner, prioritising work as necessary.

Ability to work successfully as part of a team.

Adaptable to change with the potential to develop individual and team initiatives.

Willingness to undertake training as required. 

Commitment to equality and diversity.

Commitment to health and safety.

Commitment to attendance at work.
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	SPECIAL CONDITIONS

Ability to drive and use own car for peripatetic work.
Current driving licence required.

	

E
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AF/I
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	Prepared by:  Ez Mills
	AF
	= Application Form

	
	I
	= Interview

	Date: September 2020
	T
	= Test

	
	P
	= Presentation
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